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SECTION II -- SPECIAL FEATURES 77 

•Data available upon request (See SECTION I). 



DATA SOURCE AND DEFINITIONS 



Statistics in this report were collected by the 
Office of Personnel Management and are based 
on the Monthly Report of Federal Civilian 
Employment (Standard Form 113 A), which is 
submitted by all departments and agencies of the 
Federal Government except the Central Intel- 
ligence Agency, the National Security Agency 
and the Defense Intelligence Agency. OPM does 
not collect personnel data from the District of 
Columbia Government. Within this report, 
employment data are reported under the follow- 
ing categories: 



WORK SCHEDULES 

Full-time employees - those employees who are 
regularly scheduled to work the number of hours 
and days required by the administrative work- 
week for their employment group or class. (Most 
full-time employees have an administrative 
work-week of 5 days of 8 hours each.) 

Part-time employees - those employees who are 
regularly employed on a pre-scheduled tour of 
duty which is less than the specified hours or days 
of work for full-time employees in the same 
group or class. 

Intermittent employees - those employees who 
are employed on an irregular or occasional basis, 
with hours or days of work not on a prearranged 
schedule, and with compensation only for the 
time actually employed or for services actually 
rendered. As of January 1979, an intermittent 
employee who separated prior to the as-of date 
of the report is not counted. 



POSITIONS 

Permanent position - one which has been estab- 
lished without time limit, or for a period of a year 
or more, or which, in any event, has been oc- 
cupied for a year or more (regardless of the intent 
when it was established). 

Temporary position - one which has been estab- 
lished for a limited period of less than a year and 



which has not been occupied for more than a 
year. 

Related to ceiling - includes all employees 
covered by the President's employment ceiling as 
of the report date. Disadvantaged youths under 
the Stay-in-School Campaign (Schedule A, ex- 
cepted authority 213.3102(w)), the Summer Aid 
Program (Schedule A, excepted authority 
213.3102(v)), and the Federal Junior Fellowship 
Program (Schedule B, excepted authority 
213.3202(f)), and employees in developmental 
jobs in the Worker Trainee Opportunity Pro- 
gram are excluded from personnel ceilings. Par- 
ticipants in the Cooperative Education Program 
are also excluded from personnel ceilings. 



FULL-TIME EQUIVALENT EMPLOYMENT 

Beginning in Fiscal Year 1982 the full-time 
equivalent (FTE) resource management system 
replaced the Executive Branch numerical end-of- 
year personnel ceilings which had been used to 
control the size of the Federal workforce for 
many years. Under the FTE system, workforce 
estimates assigned to agencies are based on the 
number of work years required to achieve agency 
missions and objectives. (One work year is 
equivalent to 2,080 hours of work which could 
mean, for example, one employee on a full-time 
schedule of 40 hours for 52 weeks, or two part- 
time employees for 20 hours per week each for 
the same period.) The work year estimate as- 
signed is based on the maximum cumulative 
number of hours that can be worked by all 
employees covered by ceiling controls, including 
full-time, part-time and intermittent employees. 
Each hour worked in the agency during the 
course of the year (with the exception of overtime 
and certain other exempt work) is accrued under 
this ceiling. An agency's full-time equivalency 
for the current period is the sum of the straight 
time hours worked during the two biweekly 
report periods by ceiling-related employees 
divided by 160 - this is the number of hours 
available to a full-time employee during the four- 
week reporting period. 



COMPETITIVE SERVICE 



APPOINTMENTS 



The competitive service consists of all civil ser- 
vice positions in the Executive Branch except: 
(a) positions that are specifically excepted from 
the competitive service by or under statute; (b) 
positions to which appointments are made by 
nomination for confirmation by the Senate, un- 
less the Senate otherwise directs, and (c) posi- 
tions in the Senior Executive Service. The 
competitive service also includes civil service 
positions outside the Executive Branch that are 
specifically included in the competitive service by 
statute. 



EXCEPTED SERVICE AND SENIOR 
EXECUTIVE SERVICE 

Title IV of the Civil Service Reform Act of 1978 
created the Senior Executive Service (SES). Per- 
sonnel in the Executive Branch in managerial 
positions classifiable above GS-15 of the General 
Schedule and not designated above level IV of 
the Executive Schedule, or their equivalents, are 
in the SES. Exceptions include positions in 
government corporations, intelligence agencies, 
the FBI, and administrative law judges. The 
Foreign Service Act of 1980 created a Senior 
Foreign Service, effective February 15, 1981, 
which parallels the Senior Executive Service in 
most respects. Federal employees who are not in 
the competitive service or SES are in the ex- 
cepted service. Examples of excepted positions 
include the entire U.S. Postal Service, Vietnam 
Era Veterans serving under Veterans Readjust- 
ment Act Appointments, positions for which it is 
not practical to hold competitive examinations, 
such as teachers in dependents' schools overseas 
and attorneys, positions of a policy-determining 
and confidential nature, and most positions, in 
the Legislative and Judicial Branches. Foreign 
nationals holding jobs overseas are excepted by 
Executive Order. 

Several tables in this publication report the num- 
ber of Federal civilian employees in the competi- 
tive service and in the excepted service. Senior 
Executive Service employment is included in the 
excepted service in the Employment and Trends 
since both excepted service and SES data are 
reported together on the 113 A monthly report. 



Permanent Appointments - include 1) employees 
in the competitive service who hold career ap- 
pointments and who either have completed 
probation or are not required to serve probation; 

2) employees in the competitive service who hold 
career-conditional appointments, or who hold 
career appointments and are serving probation; 

3) employees in the excepted service whose ap- 
pointments carry no restrictions such as condi- 
tional, indefinite, specific time limitations, or 
trial periods; 4) employees in the excepted ser- 
vice who are serving trial periods or whose tenure 
is equivalent to career-conditional tenure in the 
competitive service; 5) employees in the Senior 
Executive Sendee (SES) who are not serving 
under "limited term and limited emergency" ap- 
pointments. 

Temporary and Indefinite Appointments - in- 
clude all other employees who do not fall within 
any of the classifications described under Per- 
manent Appointments. 



CITIZENSHIP 

Citizens - direct hire employees who owe al- 
legiance to the United States by birth or 
naturalization regardless of their place of per- 
manent residence or duty station. 

Non-Citizens - Territories - direct hire 
employees who are citizens of another country 
and whose duty station is in the Territories of the 
United States (American Samoa, Baker Island, 
Guam, Howland Island, Jarvis Island, Johnston 
Atoll, Kingman Reef, Midway Islands (except 
Ryukyu Islands and Swan Islands), Navassa Is- 
lands, Northern Mariana Islands, Palmyra Atoll, 
Puerto Rico, Trust Territories of the Pacific Is- 
lands, Virgin Islands, Wake Island). 

Non-Citizens - Foreign Countries - (commonly 
referred to as "foreign nationals") direct hire 
employees who are citizens of another country 
and whose duty station is not the United States 
or its Territories. 

Note: Federal civilian employees (citizens and 
non-citizens) are direct hire employees, i.e., they 
are under agreement or contract with the U.S. 



Government. Indirect hires (persons who, under 
agreement or contract with foreign governments, 
provide personal services to the U.S. Govern- 
ment) are not Federal civilian employees, and are 
not included in any employment figures in the 
Employment and Trends. 



PAYROLL 

Payroll is the sum of all wages, salaries and lump 
sum payments earned by Federal Civilian 
employees. Wages and salaries include gross 
base pay, overtime, night differential, cost of 
living allowances and holiday pay. Lump sum 
payments are monies paid for annual leave to 
employees who have separated from the Federal 
Government. Note that the payroll data are col- 
lected and presented in thousands of dollars. 



ACCESSIONS AND SEPARATIONS 

Accessions include appointments from civil ser- 
vice registers which are career or career-condi- 
tional appointments, excepted appointments, 
appointments to the Senior Executive Service, 
temporary appointments from registers, tem- 
porary appointments pending the establishment 
of registers, reappointments, reinstatements, 
restorations and returns to duty, and transfers. 
Separations include quits, discharges, termina- 
tions, reductions in force, removals, transfers, 
extended leave without pay, suspensions, fur- 
loughs, deaths, retirements, and displacements. 
Turnover data reflect employees in all work 
schedules (full-time, part-time, and intermittent) 
and all tenures (permanent and temporary and 
indefinite appointments). In the U.S. Postal Ser- 
vice, turnover data include all categories of postal 
employment, both career and non-career; non- 



career types include temporaries, casuals, and 
replacements for employees on leave. Turnover 
data are reported in this publication for the fol- 
lowing categories. 

Transfers - employees who, without a break in 
service of one full work day, change from a posi- 
tion in one agency to a position in another agen- 
cy, including mass transfers of employees 
between agencies as a result of transfer of func- 
tions. 

New Hires - new appointments of individuals 
who currently are not Federal civilian employees 
to positions in the competitive service, excepted 
service, and Senior Executive Service, including 
reinstatements based on prior service. 

Restorations, Returns to Duty - includes 
employees who exercise reemployment rights 
following military service and those returning to 
duty following a reduction in force, from suspen- 
sion or leave without pay that was scheduled to 
exceed 30 calendar days, from seasonal furlough, 
or pending action on reopening appeal. 

Quits - voluntary resignations by employees or 
separations by agency if employee declines new 
assignment (decision not to accept a new job); 
abandons position (left the job); joins military; 
or fails to return from military furlough. 

As of January 1979 agencies report employment 
data either as of (1) the last day of the month, or 
(2) the last day of the pay period closest to the 
end of the month, except at the end of the fiscal 
year when it must be as of the last day of the 
month to meet Office of Management and 
Budget (OMB) reporting requirements. Payroll 
and Turnover data is reported as of the beginning 
and thru the end of the report period. 



SECTION I 



FEDERAL CIVILIAN WORKFORCE STATISTICS 



This section contains recent data dated "as of the 
date printed on the publication cover. Selected 
tables also contain data for the previous month. 
The Employment and Trends (formerly titled the 
Monthly Release) is published on a bi-monthly 
basis; however, data for the non-published 
months and for non-published tables will be fur- 
nished upon request. Requestors should identify 
those tables needed by table number and send 
requests in writing to: Statistical Analysis and 
Services Division, (Room 7494), Office of Per- 
sonnel Management, 1900 E Street, N.W., 
Washington, D.C. 20415. 

The personnel summaries in Table 1 and 17 
present highlights of the information in Tables 
2-16 and 18-31. Table 2 compares the current 
and previous month's Federal civilian employ- 
ment by branch, agency and area. Tables 3-6 and 
16 include 13-month trends for employment, 
payrolls, Executive Branch employment by work 
schedule, and turnover. 

It should be noted that the net difference in 
turnovers (accessions and separations) will not 
necessarily balance with net monthly changes in 
employment due to lags in the reporting of trans- 
fers and variations in agency reporting periods. 
A separation personnel action is generally not 
prepared for an employee who transfers to 
another agency until an accession notice is 
received by the losing agency. 

Where figures are expressed in thousands, each 
is rounded independently and not forced to add 
to rounded totals. All figures are subject to 
revision. Several tables present employment 



data for the Washington, D.C. Metropolitan 
Statistical Area (MSA). The Washington, D.C. 
MSA includes the District of Columbia; Ar- 
lington, Fairfax, Loudoun, Prince William, and 
Stafford Counties; the Cities of Alexandria, Fair- 
fax, Falls Church, Manassas, and Manassas Park 
in Virginia; and Calvert, Charles, Frederick, 
Montgomery, and Prince Georges Counties in 
Maryland. 



Special Note to Readers Regarding Executive 
Branch Employment Controls 

Note that unless otherwise indicated, the 
employment data contained herein represents 
on-board "head count" strength reporting, and 
includes the U.S. Postal Service, the civilian 
employees in the Department of Defense, and 
other employees exempt from Administration 
ceiling controls in the Youth Programs and 
Worker Trainee Opportunities Program. In 
some issues of the Employment and Trends, a 
contrasting measure of employment, i.e., full- 
time equivalent (FTE) work years is used to 
reflect non-postal, non-defense ceiling employ- 
ment. (See the FULL-TIME EQUIVALENT 
EMPLOYMENT description on page 5.) There- 
fore, caution should be exercised when determin- 
ing change in employment, e.g., "head count" vs. 
"FTE" and "Total" vs. "related-to-ceiling" employ- 
ment. The reader should be aware also that the 
President has no control over employment levels 
in the Legislative and Judicial branches. The 
postal and defense workforces are controlled 
through the Congressional appropriations 
process. 
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FEDERAL CIVILIAN WORK YEARS AND PERSONNEL COSTS 
IN THE EXECUTIVE BRANCH FOR FISCAL YEAR 1991 



by Michael P. Ambrose 



In t r 9ft»tifo n 



This article summarizes the fiscal year 1991 Survey of 
Work Years and Personnel Costs conducted by the 
Office of Personnel Management. The results of this 
survey have been published annually since 1970. Data 
for this survey were obtained from agencies with 100 
or more employees. The U.S. Postal Service 
(including rural carriers) participated in this survey. 

Total Work Year and Cost Trends 

Overall, total civilian work years decreased by -2.8 
percent from 3,117,073 in FY 1990 to 3,029,884 in 
FY 1991. Total work years include: full-time 
permanent (2.6 million, down 47,000), full-time 
temporary (down 89,000 to 130,000), part-time and 
intermittent (up 38,000 to 194,000), plus overtime and 
holiday premium work years (up 11,000 to 120,000). 
The U.S. Postal Service represented 65 percent of part- 
time and intermittent employees and 44 percent of 
overtime and holiday work years. Basic work years, 
excluding overtime and holiday work years, accounted 
for 96.0 percent of the total work years. More than 
half of the basic work years were reported under the 
General Schedule pay system. The U.S. Postal Service 
accounted for another 27.4 percent. See Chart 1. 

Total payroll costs (representing basic, premium, and 
benefit pay) rose 8.2 percent to $126.2 billion in FY 
1991. Based on total work years, the cost per work 
year rose 11.3 percent to $41,636 for FY 1991. Direct 
pay increased by 8.7 percent to $33,215 while benefits 
increased by 23.0 percent to $8,421 during FY 1991. 
Some of these increases may be due to improved 
reporting by some agencies ~ most notably the 
Departments of Justice and Treasury. The direct pay 
increase includes the 4.1 percent comparability pay 
increase in January 1991. The benefits increase was 
largely the result of the rise in health benefit premiums 
(up 22.5 percent from the previous year). Table 1 
summarizes FY 1991 work year and pay and benefits 
cost data. 

Basic Pav and Average Basic Salary 

Basic pay, which represents nearly 74 percent of total 
personnel costs increased by 4.9 percent to $92.9 
billion for FY 1991. Approximately 54 percent of 
basic pay went to General Schedule employees ($49.8 
billion), 26 percent to U.S. Postal workers ($24.2 



billion), and 11 percent to Wage Board (blue-collar) 
employees ($10.2 billion). The remaining 9 percent 
was spread among the many other pay systems. The 
smallest and largest average basic salaries were 
reported by Wage Board non-U.S. citizens employed in 
foreign areas ($11,685) and the Senior Foreign Service 
($100,311), respectively. 

Premium Pav 

Premium pay increased by 15.6 percent to $7.8 billion 
in FY 1991 and represented nearly 6 percent of total 
personnel costs. The majority of this increase was due 
to overtime (up $868.7 million), and cash awards (up 
$199.5 million). The U.S. Postal Service and Defense 
represented 74 percent of total overtime pay (48 and 26 
percents, respectively). Defense agencies and the U.S. 
Postal Service also accounted for 64 percent of cash 
awards. Table 2 summarizes FY 1991 premium pay 
data. 

Benefits 



Employee benefit pay includes only direct costs to the 
agencies and does not reflect payments from the 
general fund made through special appropriations 
(e.g., Government payments to cover unfunded 
retirement liability). In FY 1991 employee benefit pay 
amounted to $25.5 billion, an increase of $4.2 billion 
(or 19.5 percent) from fiscal year 1990. Benefit pay 
represented 20.2 percent of total personnel costs. 
Major benefits included $9.0 billion paid to Federal 
civilian retirement systems (primarily the Civil Service 
and the Federal Employees Retirement Systems), $3.8 
billion to the Social Security System, and $6.6 billion 
for employee health insurance. "Other Benefits" 
(primarily $1.8 billion for the U.S. Postal Service 
unfunded liability payment to the Civil Service 
Retirement System) totaled $4.4 billion (up $2 billion). 
This increase is a direct result of the Omnibus Budget 
Reconciliation Act of 1990 which extended the U.S. 
Postal Service obligation to pay the employee portion 
of annuitant COLA's and health benefits. This amount 
totaled $1.9 billion for FY 1991. The Government's 
portion of employee health insurance premium costs 
increased $1.2 billion (or 22.5 percent) to $6.6 billion. 
The U.S. Postal Service, where reported health 
insurance costs rose $730.3 million (or 33.5 percent) to 
$2.9 billion, accounted for over 60 percent of this 
increase. See Table 3. 
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Leave Usage For Leave Year 1991 

The following data on leave usage by Federal civilian 
employees are estimated from the Office of Personnel 
Management's Annual Survey of Work Years and 
Personnel Costs. 

Annual leave (49.4 percent of total leave days 
used) includes the number of days paid for but not 
worked and charged to annual leave, home leave, and 
lump-sum payments made to employees at the time of 
separation. 

Sick leave (20.3 percent of total leave days used) 
includes the number of days charged to sick leave for 
active employees and for those scheduled to be retired 
for disability. 

Holidays (22.5 percent of total leave days used) 
are the aggregate number of Federal holidays paid for 
but not worked. 

Administrative leave (4.3 percent of total leave 
days used) includes the aggregate number of days 
charged to administrative leave as defined by Federal 
Personnel Manual Chapters 610 and 630. This 
includes: shore leave (vessel employee), military leave 
(National Guard and reserve duty), court leave (jury 
and witness), hazardous weather dismissals, excused 
absences for registration and voting, civil defense 
activities, participation in military funerals, blood 
donations, taking examinations, attending conferences 
and conventions, representing employee organizations, 
and leave granted when a field office is closed on a 
local holiday because Federal work may not be 
performed. 

Other leave (3.5 percent of total leave days used) 
includes all leave used of all types for employees not 
covered by 5 U.S.C. 6301. This includes leave for: 
certain part-time and temporary employees 
(construction), Panama Canal Zone employees, 
Veterans Administration physicians, dentists, and 
nurses, alien employees in foreign areas, certain 
teachers, and executive branch officials appointed or 
designated by the President. 

Leave data represent the "leave year," which differs 
from the calendar year by a few days according to the 
pay period schedules of the reporting agencies. Leave 
days used totaled 112,907,745 - a 3.2 percent 



decrease from 1990. During this same period, the 
average number of total leave days used (all types) per 
employee remained at 38.8 days. The value of leave 
used by executive branch employees during leave year 
1991 was $14.5 billion, or 15.6 percent of basic pay. 
This represented an increase of $770 million (5.6 
percent) from the value of leave used in 1990. The 
average value per leave day used increased from 
$117.7 in 1990 to $128.4 in 1991. 

Excluding "Other" leave, average leave usage per year 
(i.e., annual, sick, holiday, and administrative leave) 
increased 0. 1 days between 1990 (39. 1 days) and 1991 
(39.2 days) for employees whose leave is covered by 
Chapter 63 (Section 6301) of title 5, United States 
Code. The changes in average number of leave days 
used by type from 1990 to 1991 were: annual leave 
remained at 20. 1 days; sick leave increased (0.2 days) 
to 8.2 days; holiday leave remained at 9.1 days; and 
administrative leave declined (0.3 days) to 1.8 days. 

The number of annual leave days forfeited by Federal 
employees in leave year 1991 decreased 149,842 days 
(or -15.6 percent) from the previous year. More than 
41.7 million days of annual leave credit were carried 
over to 1992. The amount of annual leave forfeited 
by employees due to carry-over limitations was 
810,227 days at an estimated loss in value to 
employees of $108.3 million in leave year 1991 
(versus a loss of $115.6 million in leave year 1990). 
Sick leave credited for retirement was 4.7 million days 
in leave year 1991. This contrasts with 9.1 million 
days in 1990 and 1989, and 8.4 million days in 1988. 
The total number of sick leave days earned was 
35,325,933 days (up 37,627 days from leave year 
1990). Total sick leave days used were 22,899,187 
days (up 60,010 days from leave year 1990). A total 
of 166.0 million days of sick leave credit were carried 
over to 1992. 

Defense and the U.S. Postal Service, together 
representing 61 percent of the total employment work 
years, accounted for 61 percent of annual leave, 59 
percent of sick leave, 58 percent of holiday leave, and 
56 percent of administrative leave. Defense agencies 
and the Postal Service also accounted for 58 percent 
of annual leave carried over, 64 percent of sick leave 
carried over, and 69 percent of sick leave credited for 
retirement. Defense accounted for 64 percent of the 
annual leave forfeited due to the 240 hours carry-over 
limitation. See Table 4. 
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